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KEVIN MATAYA

PERSONAL PROFILE

ADDRESS: P.O. Box 54840-00200

Off Raila Odinga Way

Nairobi, Kenya.

CURRENT Administrative Officer, KGS - Trainee
POSITION: Welfare

EMAIL ADDRESS: kmataya@kemri.go.ke

An Administration Officer at the KEMRI Graduate School — Trainee Welfare, with a strong

background in legal support and administration, quality assurance, and risk management.
Proficient in transcribing dictation, preparing high-quality documents, and using e-office tools
for efficient data processing. Skilled in front-office management, contract management,
scheduling, and departmental coordination. Committed to confidentiality, effective document

tracking, and maintaining organized filing systems aligned with institutional protocols.

Post-Graduate Diploma in Law — Kenya School of Law (2017 — Present)
Bachelor of Laws (LL.B.) — University of Nairobi (2012 — 2016)

Diploma in Law — Inoorero University (2012 — 2013)

Diploma in Criminology and Social Order — University of Nairobi (2010 — 2011)



Certified Mediator — The Nairobi Centre for International Arbitration
Certified Internal Quality Auditor — The Kenya Bureau of Standards (KEBS)
Data Protection Course — CIPIT, Strathmore University

Administration Officer
KEMRI Graduate School — Annex
April 2025 — Present

Prepare high-quality documents using e-office tools and modern office equipment.
Provide front-office support and manage calls, visitors, and inquiries.

Coordinate complex schedules, meetings, and travel logistics.

Maintain confidentiality of records and implement effective document tracking and
filing systems.

Draft and issue routine correspondence and manage petty cash.

Senior Legal Assistant — Office of the Director, Legal Services
Kenya Medical Research Institute (KEMRI)
August 2022 — March 2025

Planned and executed Board and Committee meetings in line with governance
protocols.

Managed Board packs and documentation via an Electronic Board Portal.
Maintained corporate records and ensured document accuracy and compliance.
Handled logistics for meetings, allowances, and Board field visits.

Flagged governance issues and supported secretarial functions.
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Office Administrator & Operations Assistant

Fullback Media & Logistics Company
May 2020 — March 2022

Oversaw advertising services and client communications.
Handled administrative documentation and contract drafting.
Delivered customer support and improved service workflows.

Recommended operational improvements for efficiency.

Legal Assistant

Mokaya & Onyambu Advocates
January 2017 - April 2020

Worked across various legal fields including litigation, conveyancing, and ADR.
Attended court sessions and drafted legal pleadings and opinions.
Conducted legal research and prepared witness statements.

Managed filing and court registry procedures.

Community Development; Gender and Human Rights; Public Relations; Social Justice &

Volunteer Work

N/A

N/A



